































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Information contained in Sections G and J is an integration and sum-
marization of the information contained in Sections B and H. Information

contained in Section I is an integration and summarization of information
contained in Sections D and H.

Information contained in Section K is that reported by agencies and
programs.
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GLOSSARY

CRIMINAL JUSTICE LINE FUNCTIONS

Corrections - the community's official reactions to the apprehended
offender, whether adult or juvenile. The process of confinement and
treatment of adult felons, and the care, custody, and treatment of
youthful offenders and juveniles.

Defense — provision of legal representation and services to those
persons accused of violating the criminal code and other statutes
which involve state mandated sanctions.

Investigation ~ methodically inquiring into the facts after there has
been an apparent violation of the criminal code and other statutes
which involve state mandated sanctions. :

Law Enforcement - compelling observance of, and compliance with, the
criminal code and other statutes which involve state mandated sanctions.

Prosecution - conducting criminal proceedings in court against those
persons accused of violating the criminal code and other statutes which
involve state mandated sanctions.

CRIMINAL JUSTICE ADMINISTRATIVE SERVICE AND
SUPPORT FUNCTIONS AND ACTIVITIES

Accounting - a grouping of related activities which classify, record,
and summarize public programmatic and financial transactions in books
of account, and analyze, verify, and report the results. A process to
‘provide a statement of programmatic and financial transactlons during
a fiscal period showing the resulting balance.

Activities:

1) Recording various types of transactions into statewide
accounting such as allotments, encumbrances, payments,
receipts, transfers, and other books of account.
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2)

Analyzing and classifying the various transactions by
chart of accounts, appropriation accounts, allotment
accounts (AIDS), and object codes.

3) Preparing summarized and detailed reports for use by
‘management either through the standard reports avail-
able from the statewide accounting system, special
reports produced internally, or financial reports, and
projecting cash flows and balances.
Auditing - a.grouping of related activities which involve the formal

and official examination and verification of books of account (as

for reporting on the financial or programmatic conditions of a public
agency or program).

Activities:

1) Planning the audit and surveying the organization.

2) Preparing the audit program and conformity standards.,

3) Doing the field work; modifying the program based on
field records; reviewing grant and program files; and
evaluating accounting and intermal controls and the
testing of transactions.

4) Drafting an audit report with recommendations.

5) Monitoring financial and programmatic books of account
between official audits. '

Budgeting - a grouping of related activities which involve financial

forecasting and planning, acquiring funds, and making decisions on how
funds are spent.

Activities:

1)

2)

3)

4)

5)

Distributing guidelines for budget preparation to
managers. !

Preparing proposed budgets in accordance with the
guidelines by operating units.

Discussing proposed budgets between operating unit
managers and their supervisors.

Holding final discussions on the proposed budgets
and submitting them to final approval authority.

Implementing and monitoring budgets dufing fiscal
period.

Data Proce351ng - a grouping of related activities which involve the

logical arrangement and manipulation of data in electronic systems,
the purposes of which are to increase the speed and accuracy of data
retrieval regarding effective and efficient organizational decisions,
operations, and management. The systems utilize computer hardware,
software, and a data base.
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Activities:

1) Analyzing and monitoring information needs. Planning,
development, and implementation of data processing and
word processing systems (systems analysis activity).

2) Storing and manipulating user information needs by way
of computer languages and removing logical and technical
error from computer program (retrieval activity).

3) Inputing raw data and generating output through the
manipulation of computer hardware and software (opera-
tions activity).

4) Coordinating automated data processing in cooperation
with other state, federal, and public agencies.

Evaluation - a grouping of related activities which involve the applica-
tion of scientific methodologies for the purposes of answering questions
about the management, efficiency, and effectiveness of agency (or
agency-sponsored) programs. Evaluation, therefore, may be performed

to help the agency make management decisions about the operation,
continuation, or reorganization of its programs.

Activities:
1) Selecting programs to be evaluated and negotiating -

management questions to be answered by the evaluations. .

2) Developing valid evaluation designs, given statutory,
regulatory, economic, methodological, and ethical
considerations, requirements, and constraints.

3) Implementing the evaluation designs through the col-
lection of data and other pertinent information.

4) Analyzing data and interpreting the results/findings.

5) Producing and disseminating written and/or oral
reports, reviews, and/or summaries and recommendations.

" 6) Providing technical assistance to program management
in order to help implement the recommendations.

Grants Administration - a grouping of related activities designed and
maintained to ensure the efficient and effective conduct of a grant
program within the programmatic and fiscal parameters set forth by the
funding authorities.

Activities:

1) Developing and maintaining rules, policies, procedures,
and forms.

2) Providing information, materials, training, and
technical assistance to potential and actual grant
recipients.

3) Providing formal reports feedback to the funding
authorities.
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4) Providing fiscal and technical proposal reviews for
completeness, compliance with program requirements,
adherence to cost principles, conformity of budget to

- project work plan; and the development of a funding
recommendation as appropriate to decision makers,

5) Executing and managing a written contract with the
recipient to include payments and report processing;
on-site visits; requests for changes, interpretation,
and clarification; close-out; and audit clearance.

Management Analysis - the grouping of related activities which examine
the operations and interrelationships of units within complex organ-
izations. Through the use of various methodologies, an effort is made
to determine if the purposes, missions, goals, and objectives of the
agency are being achieved and to make recommendations for improving

‘its efficiency and effectiveness.

Activities:
1) Selecting units to be analyzed and deciding the

‘management questions to be answered.

2) Developing research designs which will provide
information needed to perform the analysis.

3) Collecting data, analyzing, and interpreting
the results.,

4) Providing reports.
5) Providing technical assistance to agency manage-—

ment to implement the recommendations.

Personnel - a grouping of related activities which are concerned
primarily with the selection, placement, training, firing, and retir-
ing of employees; and with the formulation of policies and procedures

‘which define the relations between management dnd employees. The

general purpose of the personnel function is to effectively utilize
manpower to obtain optimum efficiency of human resources. ‘

Activities:

1) Recruiting new employees through publication of
available positions and their requirements, and
the selecting of new employees through the use
.of oral and written examinations and interviews.

2) Developing human resources through the use of
training seminars, tuition reimbursement programs,
and related training activities.

3) Maintaining labor relations through effective
collective bargaining, and through administration
of labor contracts, affirmative action programs,
and benefits packages.

4) Developing and maintaining job classification and
compensation schemes.
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5) Ongoing position processing including handling
data concerning payroll, performance appraisals,
firing of personnel who do not conform to the
performance standards, and retiring of personnel
when appropriate.

Planning — a grouping of related activities which lays out, within
identified resource constraints, how the organizational unit will
achieve its purposes, duties, and responsibilities. ' The function
includes techniques of looking into the future and establishing goals,
policies, and procedures. ‘

Activities:

1) Collecting and analyzing information on the needs
of the clients or audience served by the agency
as they relate to the agency's goals and objectives.

2) Recommending specific plans, policies, and programs
for achieving goals and objectives.

3) Analyzing current programs to determine whether
they are achieving goals and objectives.

4) Developing and testing alternative programs for
achieving unmet goals and objectives.

5) Assessing the agency's internal operational and
organizational rieeds.

6) Analyzing current operations and organization to
determine whether they meet the agency's needs.

7) Developing, testing, and recommending alternative
practices and procedures.

Policy - a grouping of related activities which sets out a process
through which guidelines for decision making are established. Proper
policy should exhibit the following characteristics: 1) Policy should
relate to the goals and objectives of the public agency. 2) Policy
should be easily understood and written down. 3) Policy should pre-
scribe limits and yardsticks for future action. &) Policy must be
capable of being easily changed. 5) Policy must be reasonable and
capable of accomplishment. 6) Policy should allow some discretion.

Activities:

1) Identifying agency goals, objectives, decision-
making hierarchy, and the population upon whom
the policy impacts (internal or external).

2) 1Identifying the problem the policy is to resolve.

3) Preparing alternative policy recommendations,
taking into account fiscal, manpower, legal, and
political constraints and supports and the effect
policy will have on the goals and objectives of
the agency.
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4)

5)

Drafting and communicating the policy, and monitor-
ing its impact.

Reviewing and amending policy when necessary.

Research — a grouping of related activities which inquire and investi-
gate for the purpose of discovering new facts and their correct inter-
pretation; the revision of accepted conclusions, theories, or laws in
the light of newly discovered facts, or the practical application of
such materials. Research may also be operational--to help the agency
organize its resources more efficiently to achieve its purposes, or

to obtain new facts about the subject matter over which the agency
exercises control.

Activities:

1) Developing valid research designs.

2) Designing and/or maintaining the necessary informa-
tion systems and/or data bases.

3) GCollecting data and other pertinent information
needed to carry out the research.

4) Analyzing data and interpreting the results/
findings.

5) Producing written and/or oral reports, reviews,
and/or summaries.

6) Disseminating the data, information, findings, or
policy/planning recommendations.,

Training - a grouping of related activities which develop particular

skills or groups of skills in public service employees.

Activities:

1)

2)

3)

4)

Evaluating performance, assessing training and
development needs, setting objectives, and
developing training materials and programs.

Scheduling and conducting training programs
including the assembling of human and material
resources.

‘Providing training to the widest possible audience

in the most convenient locations and at the least
possible cost.

Evaluating the effectiveness of training programs
in terms of the participants' achieving the desired
performance levels.
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TECHNICAL TERMS USED IN ANALYZING
GCOMPLEX PUBLIC ORGANIZATIONS

Activity — the organizing and supervising of a number of related,
gpecific tasks or duties for the purpose of performing a function.

Example: Activity X1 is comprised of tasks or duties
1A 1B IC .
X", X777, and X", organized for the purpose

of performing function X.

Gooperation - organizational units are working together for a common
purpose.

Coordination - bringing about common organizational action, movement,
or conditions, and harmony of organizational work, through administra-
tive service functions (planning, research, evaluation, monitoring,
management, etc.) and other political, legal, and organizational means.

Duplication - when the functions and activities of one organizational
unit are copied or made double by the functions and activities of
another organizational unit.
Example: Organizational unit X engages in functions

and activities A, B, C, and D; organizational

unit Y engages in functions and activities

A, B, C, and D. Duplication occurs when

units X and Y perform the same functions and

activities,

Fragmentation - when a function or activity is exclusive to an organ-
izational unit, and that function or activity is also performed by
many other organizational units.

Example: Function or activity A is the only function
or activity performed by organizational

units X, Y, and Z.

Function - the grouping of a number of related activities for the pur-
pose of achieving a goal or objective.

Example: Function X is comprised of activities X
X2, and XB, grouped for the purpose of

achieving goal or objective K.
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Integration -~ the act of uniting, incorporating, combining, and central-
izing similar functions and activities into a single organizational
unito.

1
Example: Similar functions and activities A, A2,

3 . . .
and A" are placed into a single organiza-
tional unit. (For our purposes, integra-
tion is a synonym for unification and

consolidation.)

Organization - the systematic coordination of the functions and activ-
ities of two or more people for the accomplishment of a set of goals,
with written regulations, relative permanence, and a hierarchical
structure.

Organizational Hierarchy - the vertical ranking of functions and activ-
ities within an organization.

Organizational Unit - components within an organization, from the
smallest to the largest, which are engaged in one or more functions
or activities required to accomplish the goals of the organization.

Overlap — when some functions and activities of one organizational unit
extend over and cover some functions and activities of other organiza-
tional units.

Example: Organizational unit X engages in functions
and activities A, B, C, and D; organizational
units Y and Z engage in functions and activ-
ities C, D, E, and F. Overlap occurs when
organizational units X, Y, and Z perform

functions and activities C and D.

State Executive Branch Criminal Justice Agencies - those agencies
located within the executive branch of state government, which are
concerned with the apprehension and disposition of persons who violate
the criminal code and other statutes which involve state mandated
sanctions. These laws are executed through state public agencies
engaged in the functions of investigation, law enforcement, prosecu-
tion, defense, corrections, and justice planning, research, evaluation,
monitoring, and management.
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System - is a set or parts coordinated to accomplish a set of goals
(Churchman, C. West., The Systems Approach. New York: Dell Publish-

ing Co., Inc. 1968).

Task ~ a specific, assigned piece of work, often to be completed
within a certain time, for the purpose of performing an activity.

Example: Task XIA is a piece of work assigned for

the purpose of performing activity X .
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